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repregsents the head of department and is responsible for the
functioning of the department.

bh. DUTIES, RESPONSIEBILITIES, AND AUTHORITY. The department
duty officer will:
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(1) Carry o unctions of the head of the department

in his/her absence.

{2) Make frequent inspections of departmental spaces to
ensure physical security and good order and diacipline.

{(3) Make reports to the Command Duty Officer or the
Executive Officer, as required.

(4) Perform other assigned duties.

€. ORGANIZATIONAL RELATIONSHIPS. The department duty
officer will report to the Command Duty COfficer for the function-
ing security, good order, and diacipline of the department and to
the head of the department for functional direction and assign-
ment to watches. Members of the department will report to
bim/her as prescribed in the department organization plan.

360. DIVISION ORGANIZATION. The functional guides in this sec-
tion are general and apply to a division officer and any assis-
tants in all types of units. when developing departmental
organization manuals, department heads should prepare supplemen-
tary guides for each division officer, setting forth the
responsibilities and relationships for each assignment in the
department. In smaller divisions, the functions of the division
junior officer and division training assistant may be assigmed to
a petty officer or be assumed by the division officer. Figure
3-4 illustrates the basic organization of a division. The
organization may be modified to meet the needs of particular
divigionsa.

361l. DIVISION OFFICER (DO)

a. BASIC FUNCTION. A divipion officer will be assigned by
the Commanding Officer to command a division of the unit's
organization.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. A divisgion
officer will:

{1) Be responsible, under the head of the department,
for the duties assigned toc the division and for the ecnduct of
subordinates, following regulations and orders of the Commanding
Officer and other superiors.
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(2) Keep informed of the capabilities and needs of each
subordinate, and within his/her authority, takes actions to

maintain the efficiency of the division and welfare and morale of
subordinates.

(3) Suppress improper language, unseemly noise and
disturbances, encourage financial management, d_ig.g.gu;agg

indebtedness, alcochol abuse, and improper personal behavior, such
as sexual haraasment, and promote equal opportunity.

{(4) Report to the BExecutive Officer, via the department
head, infractions of regulatiomns, orders, and instructions which:
warrant disciplinary action.

{5) By personal supervision and frequent inspection,
ensure that spaces, equipment, and supplies assigned to the
division are satisfactorily maintained.

{6) Pramptly report to the department head repairs which
may be required or other defects which need correction which
he/she is unable to effect.

(7) Inatruct subordinates in applicable safety precau-
tions, and require strict observance.

(8) Maintain a copy of this instruction and other orders
for the division, and ensure that the pertinent parts are posted
where accessible to subordinates.

(9) Ensure optimmm material readiness within the
division.

(10) Administer PQS (if PQS has been implemented) within
the divigion, and provide personnel with guidance and incentives
for accomplishing PQS. Designate petty officers qualified to
authenticate completion of individual PQS qualifications. (See
Chapter 8).

(11) Direct the operation of the division through leading
petty officers as prescribed in the division organization.

"(12) Assign personnel to watches and duties within the
divigion, and develop rotation programs for battle statiomns,
ramm et emow mwesd vwwes N me

watches, apd general duties to ensure the training and profici-
ency of assigned personnel.

(13) Schedule and cenduct training for diviaion per-
sonnel. Division training should include indoctrination of new
personnel, including review of member's Navy Geal Card;
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preparation for advancement in rating, including correspondence
courses and personnel advancement requirement in both military
and professicnal subjects; individual instruction and drille in
unit duties; team training in operational requirements of the
division; imstruction in principles of effective leadership; and
individual training through Defense Activity for Nontraditional
Education Support (DANTES). The division officer will obtain
guidance from the educational services officer.

{14) Initiate enlisted performance evaluation sheets for
personnel of the division. (See NAVMILPERSMAN and BUPERSINST
1616.9A4.)

{(15) Maintain a division notebook to include the Navy
Goal Card and containing personal data, traimning data, a space
and equipment responsibility log, the watch and battle gtations
to be manned, and other useful data for the orientation of
relieving officer and for ready reference (Standard record forms
- MAVPERS 1070/6, Divigion Officer's Personmnel Record Porm -
which may be filed in a three-ring binder are available through

-the gemeral supply system).

(1¢é) Be responsible for all forms, reports, and cor-
respondence originated or maintained by the division.

(17) Maintain a division organization manual and other
directives necessary for divigion administration.

(18) Emnsure that prescribed security measures are
strictly observed by personnel of the division.

{19) Make recommendations for personnel transfers and
changes in the division allowance to the department head.

(20) Forward requests for leave, liberty, and special
privileges with recommendations.

(21) Conduct periodic inspections, exercises, and musters
to evaluate performance and discipline in the divigion. Imitiate
appropriate disciplinary and admipnistrative actiomn following UCMJ
and other regulatory directives.

epartment, and recommend improvements in departmenta

and procedures to the department head.

Ch

(22) COoperate with other division officers in the
T et 4
*r e

{23) supervise the performance of the work centers within
the division in carrying out the shipboard maintenance and
material management system.
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{24) Ensure damage control equipment, fittings, and
checkoff list, in assigned spaces are in proper working condition
and properly labeled. .

. . . .
nic equipment under proper supervision.

25) Ensure only authorized personnel] operate electrical

{26) Fregquently ingpect assigned spaces and work centers
and remove unauthorized or unsafe electrical egquipment.

(27) Maintain records of personnel receiving electrical
safety training as required by this article.

(28) Approve or disapprove and maintain records of indi-
vidual requests to have persocnally owned electric/electronic
equipment on board. Egquipment must be inspected and found safe
before approval by the division officer.

(29) Maintain a list of portable electrical equipment
under his/ber cognizance.

{30) Administer the Divisional Retention Program.

(31) Supervise the division damage control (safetf) petty
officer in safety mattexs.

¢. ORGANTZATIONAL RFLATIONSHIPS. The division officer will
report to the department head regarding assigned dquties. The
following personmel will report to the division officer:

(1) The junior division officer regarding assigned
duties.
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{2) Warrant officers, when SO ¢=ui§‘eﬁ, L0 cag pexr-=
formance of their duties as techmical or material assistants.

(3) The leading chief petty cfficer or petty officer, for
the daily operations in the division.

362. JUNIOR DIVISION OFFICER (JDO)

a. BASIC FUNCTION. The junior division officer will assaist
the divigion officer in coordinating and administering the
divigion and develops a thorough undergtanding of the functions,
directives, and equipment of the division in preparation for

division qfficer duties.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. Contingent upon
the division organization, the junior division officer will:
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(1) Supervise preparation and maintenance of watch,

guarter, and station bills and cther bille needed to operate the
division.

(2) 2id in formulating and implementing policies and
procedures within the division. ’

(3) Supervise the division in its daily routine, and
conduct inspections to ensure division functions are properly
executed.

(4) Aid in administering discipline within the diwvision.

(3) Bvaluate individual performances of division
personnel with the assistance ¢f the leading division petty
officers and recommend periodic marks te the division officer.

(6) Provide guidance to division personnel utilizing the
Navy Goal Card Program.

(7) Emsure maintenance of routine logs and records and
preparation of required reports.

{8) Aet as division officer in the absence of the
regularly assigned division officer.

(9) Perform other duties assgigned by the divisicn
officer.

{10) Assist the division officer in the administration of
the Divieional Retention Program.

¢. ORGANIZATIONAL RELATIONSHEIPS. The junior division
officer will report to the division officer. Personnel will
report to the junior &ivision officer as desigmated in the

divieion organization.
363. DIVISION TRAINING ASSISTANT

a. GENERAL DUTIES. The training assistant, normally the
junior division officer, will aid the division officer in
adminigtering training within the division and incorporates the
program into departmental arnd unit-wide training programs.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

(i) Assist the division officer in plamning, developing,

and coerdinating the division training program within depart-
mental and unit training objectives.
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{2) Develop monthly division training schedules, and
obtain the training space and material to support these sche-
dules.

{(3) Train inastructors within the division.

{4) Supervise preparation of training materials, and
reviews curricula, courses, and lesson plans prepared within the
division.

(5) Obtain, maintain custody of, and issue training aids
and devices.

{6) Supervise the preparation, administration, and
correction of tests in personnel advancement regquirements (PARs)
within the division and, in conjunction with the unit training
officer, arrange for examinations and advancement in rating.

(7) Observe instructions given at drills, on watch, on
stations, and in classrooms and make recommendations as appro-
priate,

(8) Maintain training records and prepare required
reports.

(9) Keep personnel informed of PQS and training progress,
using graphs, charts, and similar means.

(10) Submit requests for scheduling drills and exercises
through the division officer.

{11) Initiate requisitions for division training supplies
and materials.

(12) Supervige the administration of POS (if PQS has been
implemented) within the division, and provide guidance for PQS
accomplishment.

{13) Inform division personnel of available fieet and
gservice schoola, and encourage their use.

(14) Advise division personnel on Navy and DANTES
correspondence courses and aid them in applying for courses.

(15) Consult with the department training officer and the
unit training officer in training matters affecting the division.

(16) Aid the division officer in all cother training func-
tions.
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c. ORGANIZATIONAL RELATIONSHIPS. The division training
agsistant will report to the division officer. Enlisted
personnel assigned will report to the division training assis-
tant.

364. DIVISION LEADING (CHIEF) PETTY OFFICER (LPO)

a. BASIC FUNCTIONS. The chief petty officer or petty
officer designated by the division officer as the leading petty
officer normally will be the senior chief petty officer or petty
officer in the division. The leadlng petty Off1CEr will assBist

el e mdmmand e suasme s weesd -A od et Ty

the division officer in aumlu;uLcaauy, uupa;v;u;ug, and training
division personnel.

b. DUTIES, RESPCNSIBILITIES, AND AUTHORITY

(1) Assist the division officer in preparing watch and
liberty lists for division personnel.

t in assigning personnel in cleaning stations,
gsigned petty officers in their cleaning duties.

b

(3) Prepare, for submission to the division officer,
requisitions required to maintain allowances.

(4) Assist in training and PQS gualification of division
personnel,

{5).Under the supervision of the division officer, assigm
tasks and generally supervise the division section leaders.

(6) Supervise the division damage control petty officer
in his/her duties.

(7) Perform other duties as assigned.

c. ORGANIZATIONAL RELATIONSHIPS. The division leading petty
officer will report to the junior division officer. The work
center supervisor will report to the division leading petty
officer.

365. DIVISION DAMAGE CONTROL PETTY OFFICER (DCPO)

a. BASIC FUONCTION. The division damage control petty
officer will be responsible, under the division leading petty
officer, for damage control functions of the division and related
matters,.
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b. DUTIES, RESPONSIBILITIES, AND AUTHORITY

{l) Know all phases of the ship‘'s damage control
organization and procedures.

(2) Aggiagt in instructing division persomnel in damage
control, fire fighting, and NBC defense procedures.

{3) Ensure preparation and maintenance of dQamage control
check-off lists for the division's spaces.

{4} Supervise setting of specified material conditions
within division spacesg, and make reports as required.

(S) Ensure completion of all required PMS for damage
control in accordance with OPNAVINST 4790.4B (NOTAL).

(6) Act as division safety petty officer and ensure
safety precautions and danger signs are posted in required
division spaces.

(7) Asaist the division officer in inspecting divisional
spaces for cleanliness and preservation.

(8) Perform other duties assigned.

c. ORGANIZATIONAL RELATIOMSHIPS. The division damage
control petty officer will report to the work center supervisor.
Division personnel assigned to damage control duties will report

e A = oA

to the division damage control petty officer.
366. WOREK CENTER SUPERVISOR (WCS) (OTHER THAN AVIATION UNITS)

a. BASIC FUNCTION. The work center supervisor will be the
senior petty officer in charge of a maintenance group and will be
responsible to the department head, via the division officer, for
3-M system operation within the work center.

b. DUTIES, R

(1) Be trained in the 3-M system.

(2) Have a working knowledge of all provisiona in
Chapters 1, 2, and 3 of the 3-M Manual (OPNAVINST 479%0.4B
{NOTAL)) .

{3) Be thoroughly acquainted with all instructions
pertaining to the 3-M gystem.
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creen and sign documents prepared by personnel in
er following OPNAVINST 4790.4B (NOTAL).

(5) Provide 3-M instruction for newly assigned personnel
within the maintenance groupb.

(6) Be aware of and diasseminate tc persommel in the work
center all new developments in the 3-M system.

(7) Ensure that personnel in the work center comply with
requirements of the 3-M system and with applicable environmental
protection laws and regulations.

{(8) Prepare the PMS weekly work center schedule.

{9) Periodically inspect 3-M software and hardware for
legibility and completeness.

(10) Review Maintenance Requirements Cards (MRCs) and
submit discrepancies by PMS Feedback Report (OPNAV 475%0/7B)
following OPNAVINST 4750.4B (NOTAL).

{11) Screen all documents for accuracy and legibility
prior to submission to the department 3-M assgisgtant.

{(12) Advise the department head and division officer
concerning inability to complete scheduled maintenance and any
other problems involving 3-M operation.

{13) Ensure that the status of work center maintenance is
correctly reflected on the departmental maintenance control
board.

. {14) Assign personnel to perform PMS actions and check
that they are done following the MRCe.

{15) Ensure that all corrective maintenance actions are
properly documented.

{16) Regquire all personnel asgsigned to the work center
to:

_ {(a) Be familiar with the weekly work center schedule,
MRCs, Tag Guide Lists (TGL), Equipment Guide Lists (EGL), and
other necessary documentation following OPNAVINST 47%90.4B
{NOTAL) .
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under PMS.
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{c) Document all corrective maintenance actions.

(d) Record completion ¢of preventive maintenance
actiona on the weekly work center schedule.

e) Record any discrepancy noted or identified as
tenance requirement for future accompligshment,
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(f) Inform the work center supervisor of inability to
complete scheduled maintenance and any other problems in 3-M
cperation.

{g) Perform other duties assigmned.

Cc. ORGANIZATIONAL RELATIONSHIPS. The work center supervisor
i1l report to the leading petty officer and the department 3-M

ass;stant All personnel assigned to the work center will report
to the work center supervisor.

d. Work center gupervisors in aviation units should refer to
OPNAVINST 4790.2E (NOTAL) for additional duties unigque to
aviation.

370. MARINE DETACHMENTS AFLOAT
a. APPROPRIATE DUTIES

{1) The primary duty of Marine detachments afloat is the
security of weapons per QPNAVINST C8126.1 (NOTAL). Operational
and administrative control of Marine detachments afloat is vested
in the Commanding Officer of the ship.

(2) Performing the duties as listed below, provided
assignment to these duties does not degrade the Marine detach-
ment's capability to perform its primary mission and they do not
preclude the Marine detachment from sharing equitably in the
ship's liberty program.

{a) Gun crews.

(b) Ceremonial duties, shore patrol, mess duty,
laundry duty, mail handling, and working parties which are
assigned on a pro rata basis to the entire ship's company.

b. INAPEROPRIATE DUTIES

(1) Performing duties as orderlies aboard Navy Ships.

{2) Performing in any supervigory pocsition involved in
adminigtration of the ship's brig.
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